
Guidelines for the Functioning of the 

Association's Special Task Force 

Date: [Insert Date] 

To: Members of the Special Task Force 

Dear Team, 

As we embark on our mission to achieve the objectives set forth by the Association, it is crucial 

to establish clear guidelines to ensure the successful functioning of our Special Task Force. 

Please find below the key guidelines to follow: 

1. Mission Statement 

The special task force is dedicated to [insert mission statement]. 

2. Roles and Responsibilities 

Each member is expected to fulfill the following roles: 

• [Role 1]: [Description] 

• [Role 2]: [Description] 

• [Role 3]: [Description] 

3. Meeting Schedule 

Regular meetings will be held [insert frequency, e.g., weekly, bi-weekly], on [insert days/times]. 

Attendance is mandatory. 

4. Communication Protocol 

All communications should be directed through [insert method, e.g., email, chat group]. Ensure 

timely responses to maintain smooth operations. 

5. Reporting Structure 

Report progress and any challenges to [insert name/position] by [insert reporting schedule, e.g., 

monthly]. 

6. Conflict Resolution 



In case of conflicts, members should first attempt to resolve the issue amicably. If unresolved, 

escalate to [insert name/position]. 

7. Code of Conduct 

All members are required to adhere to the following code of conduct: 

• Respect all team members. 

• Maintain confidentiality of sensitive information. 

• Strive for professional excellence. 

By adhering to these guidelines, we can ensure a productive and collaborative environment. 

Your commitment to these principles is valued and appreciated. 

Best Regards, 

[Your Name] 

[Your Position] 

[Association Name] 


